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Fornms Managenent
1. Sunmary. This Directive establishes USEUCOM policy and procedures for
the USEUCOM Forns Managenent Program It provides procedures for the

devel opnent, design, reproduction and use of USEUCOM fornms and tenpl ates.

2. Applicability. This Directive applies to all USEUCOM directorates/staff
offices and all associated units such as The Marshall Center, Joint Analysis
Center, European Stars and Stripes, Special Operations Commrand Europe, NATO
School and Joi nt Task Forces.

3. Internal Control Systens. This Directive contains no internal control
provisions and 1s subject to the requirenents of the internal managenent
control program For HQ USEUCOM and subordinate joint activities, the

applicable internal control directive is ED 50-8, Internal Managenent Contr ol
Program

4. Suggested | nprovenents. The proponent for this Directive is the Support
Services Branch, Adj ut ant Cener al Di vi si on, Manpower , Per sonnel and
Admi ni stration Directorate. Suggested inprovenments should be forwarded to HQ
USEUCOM ATTN: ECJ1- AA, Unit 30400, Box 1000, APO AE 09128.

5. Ref er ences.
a. AR 25-30, The Arny Integrated Publishing and Printing Program
b. AR 25-50, Preparing and Managi ng Correspondence.
c. DA Panphlet 25-31, Fornms Managenent, Analysis and Design.

6. Expl anati on of Terns.

a. Form Aformis a fixed arrangenent of captioned spaces designed for
entering and extracting prescribed information, regardless of nedia.

b. Service Departnment Form Service Departnment Fornms are forns
devel oped and approved by the various mnmilitary governnment organizations.
These forns include DoD (Departnent of Defense), DA (Arny), AF (Air Force), OF
(Optional Forms), SF (Standard Forns), etc.

c. Command Form A USEUCOM wi de form designated as an EU Form  These
fornms are for use within USEUCOM by two or nore directorates/staff offices
and/or all associated units, including conponent conmmands. A prescribing
Directive (ED) or Staff Menorandum (SM is required for comrand forns.

This Directive supersedes SM 5-26, dated 6 Mar 91.
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d. Local Form Directorate/ Staff Ofice/Joint Task Force form used by
one organizational elenment which uses the synbol of the activity; i.e., ECI1
Form 1. These fornms do not require a prescribing directive or staff
menor andum The nunbering system may be nunbers from a Standard Operating
Procedure (SOP) or a nunerical sequence.

e. Staff Ofice. For the purposes of this Directive, Staff Ofices are

elenents of HQ USEUCOM that are not Directorates; i.e. ECIG ECPA ECMD,
ECCS- AS, SAGs, ULCCs, etc. Divisions or Branches of a directorate are not
considered staff offices. The Marshall Center, Joint Analysis Center,

European Stars and Stripes, Special Operations Command Europe, NATO School,
Security Assistance Organizations and Joint Task Forces are considered staff
of fices for the purpose of this directive.

f. Tenplate. A tenplate is a non-fixed arrangenent used as a pattern
for formng an accurate copy. Tenpl ates can be fornms or patterns for
generating nenoranduns, notes and other types of correspondence. Tenpl at es
normal |y are designed and used in word processing prograns.

7. Responsi bilities.

a. The Director for Manpower, Personnel and Adm nistration (ECI1)
exerci ses supervision over the USEUCOM Forns Managenent Program

b. The Chief, Support Services Branch, Adjutant GCeneral Division,
Manpower, Personnel and Administration Directorate (ECJ1-A) is designated the
USEUCOM For ms Manager. The responsibilities of the Forns Manager are:

(1) In coordination wth the functional pr oponent and SJS
approve/ di sapprove requests for new revised EU Formns.

(2) In coordi nati on wi th t he functional pr oponent and SIS
approve/ di sapprove requests for tenplates that duplicate EU Fornmns.

(3) Forward all requests for tenplates that duplicate existing Service,
DoD, Optional or Standard Forms to the appropriate proponent.

(4) Elimnate/consolidate nonessential fornms and simlar/rel ated forns.
(5) Ensure that EU Forns are designed for electronic use.
(6) Ensure that Privacy Act statenments are devel oped when required.

(7) Ensure that each request for devel opment of an EU Formis justified
and prescribed by a command directive or staff menorandum

(8) Establish controls for the reproducti on of EU Forns.
(9) Publish an index of EU Forns.

(10) Ensure that no existing Service Departnent or EU Form duplicates a
proposed EU Form

(11) Coordinate with Security Managers when a proposed EU Form is
designed for classified use.

(12) Electronically design all USEUCOM fornms based on designs subm tted
by Directorate/ Staff O fice Forns Managenment Coordi nators.
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(13) Have all electronically designed forns | oaded onto the HQ USEUCOM
Uncl assified Local Area Network (ULAN) for access via the HQ USEUCOM Honme
Page on the Wrld Wde \Wb.

(14) Have all electronically designed fornms |oaded on the HQ USEUCOM
Secret Local Area Network (SLAN) into the appropriate directory for access via
the current HQ USEUCOM standard formfiller program

(15) Maintain the nmaster file of all USEUCOM For ns.

(16) Assign form nunbers to EU Forns. In nost cases the form nunber
will coincide with the prescribing directive nunber. For exanple if ED 5-5
contains 4 EU Forns they will be nunbered EU Form 5-5a, 5-5b, 5-5c and 5-5d.

(17) Ensure that the latest versions of all Service Department fornms are
| oaded on both the HQ USEUCOM SLAN and ULAN.

cC. HQ Automation Branch, C41 Networks Division, Conmand, Control and
Conmuni cati ons Systens Directorate (ECI6N) will:

(1) In coordination wth the Secretary Joint St af f (SJ39)
approve/ di sapprove all requests for tenplates created in word processing
progranms. This process will include coordination with the OPR for the type of
correspondence being tenmplated (i.e. 4 Star Notes will be coordinated with
ECJS) .

(2) Have all approved tenplates |oaded on the HQ USEUCOM Secret Local
Area Network (SLAN) into an appropriate directory for access via the current
HQ USEUCOM standard word processing program once they and the OPR approve
the tenpl ate.

d. Drectorates/Staff Ofices wll:

(1) Submt requests for all new revised USEUCOM forns or form tenpl ates
to the USEUCOM For s Manager for approval.

(2) Submt, for approval, requests for new revised non-formtenplates to
ECI6N and the OPR for the correspondence bei ng tenpl ated.

(3) Consider the use of higher headquarters, Service Departnent, DoD or
ot her USEUCOM di rectorate/staff office fornms whenever feasible.

(4) Submit requests for overprinting of a form to the USEUCOM Forns
Manager for approval.

(5) If directorate/staff office is a proponent for a proposed
correspondence tenplate, then directorate/staff office will coordinate with
ECI6N and the tenpl ate designer for approval and |oading to the SLAN

(6) Coordinate with Security Mnagers when a proposed new EU Form is
designed for classified use.

8. Procedures for Requesti ng USEUCOM For ns.

a. Submit requests for new or revised USEUCOM Forns on DD Form 67 to the
USEUCOM For ns Manager .

b. Attach a copy of the prescribing directive to the DD Form 67.
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c. Provide ECJ1-A a clear, legible sanple of the desired new or revised
formattached to the DD Form 67.

9. Procedures for Requesting Approval of Tenpl ates.

a. Submit requests for new or revised tenplates via the HQ USEUCOM
EMAIL (SLAN or ULAN) system to ECIJ6N and the appropriate proponent for the
correspondence being tenplated (in nost cases ECIS).

b. Proposed tenplates will not duplicate existing USEUCOM Forns. |f the
proposed tenplate duplicates an existing USEUCOM Form the USEUCOM For s
Manager w || disapprove the proposed tenplate and direct the requester to
foll ow the procedures in paragraph 8.

c. |If the proposed tenplate duplicates an exiting Service, DoD, Optional
or Standard form the request for approval nmust be on a DD Form 67 and
forwarded to USEUCOM Forms Manager for processing to the appropriate
proponent .

10. Authorized Local Reproduction of USEUCOM For ns.

a. Except for controlled forns, all non-electronically designed USEUCOM
Forms listed in USEUCOM Panphlet 5-1, Index to USEUCOM Publications, Policy
Menor anduns and Forms (EP 5-1), are authorized for |ocal reproduction.

b. Only the USEUCOM Fornms Manager can authorize l|ocal reproduction of
el ectronical ly designed forns.

c. Requests for local reproduction of electronically designed forns will
be forwarded to the USEUCOM Forms manager using DD Form 844, Requisition for
Local Duplicating Service. Justification nust include why use of the
electronic form does not neet the requirenents of the requester.
Justification will be attached to the DD Form 844.

11. Notification of Discontinuance. The OPR for an EU Form or approved
tenplate wll notify the USEUCOM Forns Manager, ECI6N and the OPR of the
approved tenplate of the discontinuance of a formtenplate when the
requi renent no longer exists. Rescinding the prescribing directive
automatical ly discontinues an EU Fornitenpl ate.

FOR THE COMVANDER | N CHI EF:

OFFI Cl AL: DAVI D L. BENTON I |
Li eut enant General, USA
Chi ef of Staff

SUSAN M MEYER
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Adj ut ant Gener al
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